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File Selectio
n

 P
ro

cess:

For FY
 2006, th

e H
ead Start B

u
reau

 is requ
irin

g each
 P

R
ISM

 review
 team

 to review
 a sam

ple 
(see Sam

ple Size Look-U
p Table) of  ran

dom
ly selected ch

ildren
's files to obtain

 in
form

ation
 

regardin
g th

e program
's com

plian
ce w

ith
 in

com
e eligibility program

 requ
irem

en
ts.  T

hese 
files can

n
ot be those belon

gin
g to focu

s children
 w

ho are already involved in
 the P

R
ISM

 
process. W

ith
 th

e exception
 of th

is restriction
 relatin

g to focu
s ch

ildren
, th

e exact process for 
selectin

g th
e files is to be decided at th

e team
 leader's discretion

.
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p
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o

k-U
p
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Sam
p
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o

k-U
p
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le:

T
h

is 
table 
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ou
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d
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in

e 
th

e 
n

u
m

ber 
of 

files 
th

at 
w

ill 
be 

review
ed. 

T
h

e 
first 

colu
m

n
 

rep
resen

ts 
th

e 
p

rogram
's 

actu
al 

en
rollm

en
t, 

an
d

 
th

e 
secon

d
 

colu
m

n
 

is th
e correspon

din
g sam

ple size for each
 of 

th
ose actu

al en
rollm

en
t (or ran

ge of actu
al 

en
rollm

en
t) n

u
m

bers. If th
e program

's actu
al 

en
rollm

en
t is less th

an
 20, please review

 all 
of th

e ch
ildren

's files (e.g., review
 all 17 files 

for th
e 17 en

rolled ch
ildren

). For en
rollm

en
t 

n
u

m
bers of 20 or greater, refer to th

e table to 
determ

in
e th

e correct sam
ple size.

D
ata C

o
llectio

n
 Fo

rm
 C

o
m

p
letio

n
:

D
ata C

o
llectio

n
 Fo

rm
 C

o
m

p
letio

n
:

1.  
P
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 n
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, gran
t n

u
m
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actu

al en
rollm

en
t figu

re, th
e n

u
m

ber of 
focu

s 
ch

ild
ren

 
already 

selected
 

for 
th
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P

R
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, 
an

d 
you

r 
n

am
e 
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th
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spaces provided. 
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N
O

T
E

:  A
n

 In
form

ation
 M

em
oran

dum
 (IM

) (Log n
o. A

C
Y

F-IM
-H

S-05-04) issued by A
C

F on
 

Septem
ber 7, 2005 in

dicated the follow
in

g in
com

e eligibility exception
s for children

 w
ho are 

con
sidered evacuees due to H

urrican
e K

atrin
a.  A

ccordin
gly, R

eview
ers should accept as eligible 

those fam
ilies that are con

sidered evacuees due to H
urrican

e K
atrin

a.  T
he IM

 in
dicates:

“A
ny fam

ily w
hich declares it has been

 forced to leave its hom
e because of H

urrican
e K

atrin
a 

should be con
sidered an

 evacuee. A
s such, the pre-school age children

 of these fam
ilies are to be 

con
sidered as in

com
e eligible for H

ead Start. If a fam
ily does n

ot have a child’s birth certificate, 
program

s should accept the fam
ily’s in

form
ation

 about the child’s birth date. A
 n

ote should be 
in

cluded in
 each such child’s file that age an

d/or in
com

e eligibility w
as determ

in
ed based on

 
in

form
ation

 provided by the child’s fam
ily.”

For m
ore in

form
ation

 or to view
 the en

tire IM
, refer to the follow

in
g w

ebsite:  
http://w

w
w

.headstartin
fo.org/publication

s/im
05/im

05_04.htm
http://w

w
w

.headstartin
fo.org/publication

s/im
05/im

05_04.htm

2.  
For each child, determ

in
e if the program

 iden
tified the child as in

com
e eligible or as part of 

the program
's en

rollm
en

t from
 "over-in

com
e" fam

ilies.

a. 
For all children

 iden
tified by the program

 as in
com

e eligible (i.e., from
 a household 

that m
eets the low

-in
com

e guidelin
es), en

ter a Y
 in

 colum
n

 B
 an

d proceed to step 3 
(colum

n
 C

).

b. 
If the child w

as en
rolled as an

 "over-in
com

e" child, n
ote that on

 the attached form
 by 

en
terin

g an
 N

 in
 colum

n
 B

. If you en
ter an

 N
 in

 colum
n

 B
, your w

ork for that specific 
child's file has been

 com
pleted an

d you should proceed to the n
ext file.

3.  
D

eterm
in

e if there is a sign
ed statem

en
t by a H

ead Start program
 em

ployee statin
g that the 

child w
as determ

in
ed to be in

com
e eligible to participate in

 the program
.  

a. 
If the file con

tain
s a sign

ed determ
in

ation
 statem

en
t, en

ter a Y
 in

 colum
n

 C
 an

d 
proceed to step 4 (colum

n
 D

). 

b. 
If the file does n

ot con
tain

 a sign
ed determ

in
ation

 statem
en

t, en
ter an

 N
 in

 colum
n

 
C

. If you en
ter an

 N
 in

 colum
n

 C
, your w

ork for that specific child's file has been
 

com
pleted an

d you should proceed to the n
ext file.

4.  
D

eterm
in

e if there is addition
al docum

en
tation

 that w
as used in

 verifyin
g an

d determ
in

in
g 

the child's in
com

e eligibility.

a. 
If the file con

tain
s addition

al docum
en

tation
 used to verify the child's in

com
e 

eligibility status, en
ter a Y

 in
 colum

n
 D

 an
d proceed to step 5 (colum

n
 E

).

b. 
If the file does n

ot con
tain

 addition
al docum

en
tation

 used to verify the child's in
com

e 
eligibility status, en

ter an
 N

 in
 colum

n
 D

. If you en
ter an

 N
 in

 colum
n

 D
, your w

ork for 
that specific child's file has been

 com
pleted an

d you should proceed to the n
ext file.
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5.  
R

eview
 the docum

en
tation

 used to determ
in

e eligibility an
d m

ake your ow
n

 determ
in

ation
 

about the child's eligibility. 

a. 
If you con

cur w
ith the program

 that the child is in
com

e eligible (i.e., from
 a household 

that m
eets the low

-in
com

e guidelin
es), en

ter a Y
 in

 colum
n

 E
. 

b. 
If you con

clude that the child is n
ot in

com
e eligible (i.e., "over-in

com
e"), en

ter an
 N

 in
 

colum
n

 E
. 

You
 sh

ou
ld feel free to discu

ss any issu
es in

 th
is area w

ith
 th

e H
ead Start program

, 
w

h
ere appropriate.
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T
h

e review
er correctly stopp

ed w
orkin

g on
 File N

u
m

ber 1 after en
terin

g N
 in

 colu
m

n
 C

. A
lso, 

th
e review

er correctly filled ou
t th

e form
 by leavin

g th
e rest of th

e colu
m

n
s blan

k after w
ritin

g 
N

 in
 colu

m
n

 B
 for File N

u
m

ber 2. For File N
u

m
ber 3, th

e review
er filled in

 all fou
r colu

m
n

s 
becau

se every colu
m

n
 h

ad a Y
 in

 th
em

. T
h

is exam
ple dem

on
strates th

e correct com
pletion

 of 
th

e form
 becau

se on
ce an

 N
 is en

tered in
to a colu

m
n

, th
e review

er sh
ou

ld stop w
ork for th

at 
file an

d m
ove on

 to begin
 w

ork on
 th

e n
ext file.

T
h

e review
er sh

ou
ld h

ave stopp
ed w

ork on
 File N

u
m

ber 1 after en
terin

g N
 in

 colu
m

n
 D

. Sin
ce 

th
ere is n

o addition
al docu

m
en

tation
 verifyin

g in
com

e eligibility, it w
ou

ld be im
possible for 

th
e review

er to m
ake a determ

in
ation

 of su
pport for th

e gran
tee's in

itial determ
in

ation
 of 

in
com

e eligibility. T
h

erefore, colu
m

n
 E

 sh
ou

ld h
ave been

 left blan
k an

d th
e review

er w
ou

ld 
begin

 w
ork on

 File N
u

m
ber 2. 

C
o

m
p

leted
 Fo

rm
s

P
lease deliver com

pleted form
s to th

e team
 leader as part of th

e requ
irem

en
t to su

bm
it all 

review
-related docu

m
en

tation
 at th

e en
d of th

e O
n

-Site A
ctivities ph

ase of th
e review

. 
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